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Introduction

Data submission for the 2011-12 Civil Rights Data Collection (CRDC) is accomplished
utilizing a web-based survey tool, accessed via a secure internet connection using
unique login information.

The web-based survey tool provides authorized LEA and school representatives with
the ability to complete their CRDC LEA and School Forms online and/or upload their
data into the tool. Following data entry / upload, the tool allows users to run data
checks to provide feedback concerning the acceptability of their data, including any
additional actions that may need to be performed prior to certification. Additionally,
the survey tool gives users the ability to track the completion progress of the data
collection for the district and all of its schools. Finally, the survey tool allows users to
certify their CRDC data.

This User’s Guide is intended to assist LEAs in navigating the web-based survey
tool. If you encounter any problems or have questions, contact the Department of
Education’s Partner Support Center (PSC), at:

PSC Online: Contact Support Form

Telephone: 855-320-6459 (Mon-Fri 8am-6pm ET excluding Federal Holidays)
TTY/TDD: 888-403-3336 (888-403-EDEN)
Fax: 888-329-3336 (888-FAX-EDEN)
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Supported Operating Systems and Browsers

Supported Operating Systems: The CRDC web-based survey tool supports the
following operating systems:

Certified Operating Systems CPU Architecture

Microsoft Windows
Server 2008 R2

Server 2008 64-bit x86 for production systems
Server 2003 32-bit or 64-bit x86 for non-production systems
Windows 7

Windows XP

Linux

Red Hat, CentOS, and Ubuntu are the 64-bit x86

reference platforms.

Solaris SPARC architecture

Linux or Windows on .

VMware Server and VMware ESX Server 64-bit x86

éli( 64-bit PPC architecture

Supported Browsers: The CRDC web-based survey tool supports the following
browsers:

Web Browser Name Certified Version(s)
Internet Explorer 7,8,9
Firefox 3.5,3.6,4.0

We recommend use of the Internet Explorer browser. When using Firefox, table
columns are displayed with equal width. This may result in the descriptions in the first
columns of CRDC tables appearing to be cut off. You may need to adjust your browser
text or window size or scroll within the affected cells to properly view all table text.
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Login

Login information for an initial user for your district was e-mailed to the designated
Principal Contact Person for your district. Your Principal Contact Person can set up
additional CRDC tool users for your district as needed (see the Manage LEA Users
section later in this document).

= The web survey tool can be accessed at www.crdc.ed.gov. On the website
homepage, click the link to access the survey tool.

= On the login screen, enter your Username and Password. Note: The Username
and Password are case sensitive.

= The system displays the Getting Started screen.

®

Sigaln

- Appian6
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Forgot Password

If you lose or forget your password, you may use the “Forgot Password” function on
the login screen of the web survey tool. By providing your Username and clicking the
“‘Request Password Reset” button, an e-mail will be sent to you containing a link to
update your password and log back in.

Request Password Reset

[ ReqvestPasswordResst || Cancel |

Sessions

Users should not have multiple open and active sessions of the CRDC web survey tool
at the same time on the same computer. This may cause data corruption.

Session Timeout

When logged on to the web survey tool, if you are inactive for approximately 15
minutes the tool prompts you to “continue” or “logout”. If you do not respond within 2
minutes you will automatically be logged out.
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Getting Started

This screen displays the Overview Instructions, OCIO Federal Statement, ESS
Advisory Message, Paperwork Burden Statement and the link to the survey forms for
your LEA. Please read the notices and then proceed to the bottom of the screen to

enter the tool.

= Confirm that your LEA Name and LEA ID are correctly displayed at the bottom of
the screen.

= Click on your LEA Name at the bottom of the screen to proceed to your LEA
Dashboard.

e TSI T

Quning S1an0d

@ Overview Instructions, OCIO Federal Statement, and ESS Advisory
Message
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LEA Dashboard

The LEA Dashboard is the central control panel for all activities related to the CRDC
survey. From the LEA Dashboard, you can navigate through all survey tasks and
submit your survey. There are several boxes containing information regarding your
LEA submission progress and actions you can take during the survey data entry and
certification process.

# Home - Tempo
BOSSIER PARISH

LEA Dashboard

SY 2011-12 Civil Rights Data Collection

LEA Information

LEAID: 2200270

LEA Name: BOSSIER PARISH UPDATED
LEA Form Part 1 % Complete: 100%

LEA Form Part 2 % Complete: 140%
Survey Due Date: December 28, 2012

LEA Form Only Part 1:
LEA Form and Scho

Edit LE Information | LEAForm Part1 | LEAFormPart2 | Manags LEA Ussrs

School Name o

AIRLINE HIGH SCHOOL

NTARY SCHOOL Northside

HALGHTON MIDDLE SCHOOL 5 470

= LEA Information - This box contains your LEA ID, LEA Name, LEA Form %
Complete, and survey due date. As you complete your LEA Forms, the LEA %
Complete shows your progress towards achieving 100% completion.

= LEA Tasks - This box contains tasks to be performed at the LEA level. These
tasks include editing your LEA information, completing your LEA Forms and
managing users.

= Schools - This box lists all of the schools you identified and verified in the
Advance Web Site (AWS) phase as belonging to your LEA that are required to
report in the CRDC. If you find inconsistencies or errors, please call the PSC.
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In the column along the right-side of the dashboard, you will find the following boxes:

Survey Completion Steps - This box contains the
steps you must carry out to complete your CRDC
submission.

Help and Instructions - This box contains links to
helpful documents such as the definitions for terms
used throughout the survey, the ED Frequently Asked
Questions (FAQs) and User Guide documents to
guide you through the submission process.

Run LEA Level Data Checks - This box contains
the links you use to initiate LEA level data checks
prior to submission, and also the link to initiate your
certification for the entire submission once you have
completed the survey. Details about these actions
are provided in the Data Checks and Certification
sections below.

File Upload - Use the Upload a File link to upload
previously prepared data files into the survey.

Refresh Page Link - Use the Refresh Page link to
refresh the LEA Dashboard screen, to display
updates to messages, completion percentages and
active tasks/links. Use this link when you are waiting
to see the updated status of data checks or PDF
generations. Note: If you select the Refresh Page
link while an LEA Form is open, you will lose the data
on your current screen. Be sure to always save and
return to the LEA Dashboard before selecting the
Refresh Page link.

View Error Logs from LEA Data Checks - This box
contains the links to the error reports generated by
all LEA level data checks. The link to the most
recently generated error log for each data check
remains on the dashboard until you run another data
check after updating your data. Details about these
actions are provided in the Error Logs section below.

LEA Form PDFs - This box contains the links to
generate and view PDFs of your LEA Forms. You
can generate PDFs at anytime during the process.
The PDFs can be printed and saved to your local
computer. Details about these actions are provided in
the PDF Generation, PDF Retrieval and PDF Zip File
Function sections below.

LEA Form Navigation Tips — This box explains the
function of the navigation buttons on LEA form
screens.

Survey Completion 5teps
Y¥ou must complete all of the st=ps below befors your CROC submission is

complsts.

Run LEA Level Data Checks |

¥ Initists Cartificstion

¥ LE4 Formand 3chools Part 1
BB LEL Formand Schools Part 2
% LEL Form Onty Part 1

¥ LE4 Form Only Part 2

File Upload

Upload a File

Upkozd LEA or School 02tz flies In C5V ormt

Refresh Page Link
Refresh Page
View Error Logs from LEA Data Checks

Part 1:
LEA Form Only Error Log: Mot available
LEA and Schools Error Log: Not available

Part 2:
LEA Form Only Error Log: Not available
LEA and Schools Error Log: Mot available

Certification:
Certification Error Loa: Not available

LEA Form PDFs

¥, Generate LEA PDF Part 1
¥, Generate LEA PDF Part 2
¥ View Generated PDFs Part 1
I View Generated PDFs Part 2

LEA Form Navigation Tips

“Previous™ will save data entered on screen and opens
previous screen.

“Sawve” will save data entered on screen and remains on
the same screen.

“Save and Return” will save data entered on screen and
returns to either the school menu or LEA Dashboard.
“Next” will save the data entered on screen and opens the
next logical screen.

“Cancel” will not save data entered on screen and returns
to either the school menu or LEA Dashboard.

10
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LEA Form Part 1 and Part 2 Entry

To initiate data entry of your LEA Form Part 1 data, click on the LEA Form Part 1 link
in the LEA Tasks section.

LEA Information

LEA ID: 0100300

LEA Name: BARBOUR COUNTY
LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 0%
Survey Due Date:

LEA Tasks

Edit LEA Information LEA Form Part 2 Manage LEA Users

Edit LEA Form

Please click the "Start” button below so we can retrieve your information and you can proceed with editing your LEA
Form

= Once you click “Start,” you are brought to the first LEA data table in the survey,
LEA-Level Counts of Schools and Students (LEA-0001).

= Populate the data fields as requested and utilize the navigation buttons to
proceed through the other questions on LEA Form Part 1. Note: You must
populate each data field that is presented to you. You cannot leave data fields
blank. If you do not have a student count for a particular field, enter the number
zero (0). If you do not enter a value, you will receive an error message during
your data check.

= Remember to click the “Next” button until you have visited each LEA Form Part 1
screen. If you click the “Save and Return” button before completing each LEA
Form Part 1 screen, you will immediately be returned to the LEA Dashboard,
requiring you to re-access LEA Form Part 1 to complete your entries.

= A guiding question in the CRDC survey is any question where your response
determines whether or not you need to answer additional dependent survey
qguestions. Prekindergarten Daily Length (LEA-0004) is the only guiding
guestion in LEA Part 1. If you indicate that you have full or part day
prekindergarten services, when you click “Next”, you will be taken to dependent

11
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guestions Prekindergarten Eligibility (LEA-0005) and Prekindergarten for Non-
IDEA Students (LEA-0006). If you indicate that you have no prekindergarten
services, when you click “Next” you will skip over questions LEA-0005 and LEA-
0006 and be taken directly to question Harassment and Bullying Policy (LEA-
0007). Note: If you first indicate that you have full or part-day prekindergarten
services on screen LEA-0004 and then provide responses on dependent
screens LEA-0005 and 0006, but then go back to screen LEA-0004 and indicate
that you do not offer pre-kindergarten services, your responses on dependent
screens LEA-0005 and 0006 will be deleted.

= Click the LEA Form Part 2 link and repeat the steps above to complete LEA
Form Part 2. LEA-Operated GED Preparation Program (LEA-0009) is the only
guiding question in LEA Part 2, your response to which determines whether or
not you need to complete related questions Student Participation in LEA-
Operated GED Preparation Program (LEA-0010) and GED Credentials Earned
(LEA-0011).

LEA Form Navigation

There are five navigation buttons on the bottom of each LEA Form screen:

= “Previous” - Saves data on the current screen and opens the previous logical
screen.

= “Save” - Saves data on the current screen and remains on the current screen.

= “Save and Return” - Saves data on the current screen and returns you to the LEA
Dashboard.

= “Next” - Saves the data on the current screen and opens the next logical screen.

= “Cancel” - Does not save the data on the current screen and returns you to the
LEA Dashboard.

Previous Save Save and Return Next Cancel

LEA Form Validation Errors

While completing the LEA Forms, you may encounter validation error messages if you
enter an unexpected value in the data field. A validation error message appears
detailing what type of value you need to input to satisfy the data requirement. If you do

12
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not correct the data field, you will not be able to save and proceed to the next screen.
If you need further assistance with validation error messages, please contact the PSC.
See examples of validation errors below.

LEA Form Part 1 Validation Errors - Example

Total number of public schools in the LEA

Total public school membership of this LEA (nclude
students served n non-LEA faciliies)

Total number of students served in the LEA's schools 100
do not include students served in non-LEA faclities)

The number of students who are awaiting intial 101

evaluation for special education programs and related

services under the Indnaduals with Disabilities The number of children who are awalting initial

Education Act (IDEA) evaluation for special education programs and reiated

- services must not exceed total public school
membership
The number of children who are awaiting initial
evaluation for special education programs and related
services must not exceed total number of students
served

LEA Form Part 2 Validation Errors - Example

LEA Tasks

LEA Form
4 | Hide

Student Participation in LEA-Operated GED Preparation Program (LEA-0010)

+ Enter the number of students for the row.

Include only students who attended a GED preparation program operated by your LEA.

+ Donotinclude participation in a GED preparation program aperated by a community college, or other agency, even if your LEA recommends that
your students enroll in these programs.

e« Count the cumulative number of students for the entire schoal year.

+ See general instructions for information on duplicated and unduplicated counts.

Student: = icipated in ~Operate i ogram
< Male: Response must be numeric and must not be a fraction and can be equal to zerd
Racel fCi Male Female
- American Indian/Alaska Mative K‘A

LEA Form Completion

After you have completed both LEA Forms, your LEA Dashboard will show each part
as 100% complete. You should then proceed to the School Dashboard for each
school in your district, where you will be able to navigate through the survey and
submission process at the school level. To access the School Dashboard for each
school, click on the School Name for each school on the schools list on the LEA
Dashboard.

13
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LEA mfasmmation

LEA 1D: 0100300

LEA?oum?%Complﬂl
Survey Due Date:

Tan LEA Gehronmitom LEA Fomm Pt 1 | LEA Fawn Pam 7 | Masage LEA Wi
Arhuel lteme o Persme Completad (Fary 1) Fervmmt Cumpletmd (Fary 33 School IO
DASTIROUNT PEORE DO .o 0%  oo0Te
VAP e PATE MM LAy o a oA o oaN [l S h)
AT FHRAACY » o are on  Overw
BARBOUIR COUNTY MDOLE SOMOO ow ow  Ouwssr
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School Dashboard

AIRLINE HIGH SCHOOL n Do or e e perer Y
S
SY 2011 - 12 Civil Rights Data Collection esy
School ID: 00112 ;

School Name: ARLINE HGH SCHOOL
School Form Part 1 % Complete: 9 03%
School Form Part 2 % Complete: 0%

Remember to click the Refresh Page link to update this screen

Back 0 LEA Oeshbosrd with School List

Hun School Foem Data Chacis

S Senosd tunn Chedk Part
I Sehind Dute Checr Part )

School Part 2 Your data chack was successiul Your Fan 2 Scnoot fanm does oot contan emors

Schood Form Man Part 4 Hutrosh Pago Limk

1.

|

Select Starting Section View Error Logs from Schoal Datn Checks

Pan 1
Pant 2

¥ Snudent Enesliment (SCH-DMXE ¢
Ganmmrain Schud 1OF Pae
ANEATawrmed Progy (SCH0007 fCea i F

| W e g v %00

The School Dashboard is the central control panel for all activities related to the
survey school forms. From the School Dashboard, you can navigate through all
school level survey tasks. There are several boxes containing information regarding
your school form submission progress and school level actions you can take during
the survey process.

= School Dashboard - This box contains your School ID, School Name, and
School Form % Complete. As you complete your School Forms, the School
Form % Complete shows your progress towards achieving 100% completion.

= School Tasks - This box contains the tasks to be performed at the school level.
These tasks include editing your school information and completing your
School Forms.

= Part 1 — This box displays the menu of School Form Part 1 questions to be
answered. You begin by answering questions about Grades Offered and School
Characteristics for the selected school. Based upon your answers to these first
two questions, the menu will display the list of other School Form Part 1 questions
you will need to answer for this school.

= Part 2 — This box displays the menu of School Form Part 2 questions to be
answered. Based upon your answers to guiding questions in School Form Part 1,
the menu will display the list of School Form Part 2 questions you will need to
answer for this school. Note: To view the Part 2 box, click on the Select School
Form: Part 1 or Part 2 link.
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In the column along the right-side of the dashboard, you will find the following boxes:

Help and Instructions - This box contains links to
helpful documents such as the definitions for terms
used throughout the survey, the ED Frequently
Asked Questions (FAQs) and User Guide
documents to guide you through the submission
process.

Links - This box contains the link to take you back
to the LEA Dashboard.

Run School Form Data Checks - This box
contains the links you use to initiate school level
data checks prior to submission. Details about
these actions are provided in the Data Checks and
Certification sections below.

Refresh Page Link - Use the Refresh Page link to
refresh the School Dashboard screen, to display
updates to messages, completion percentages and
active tasks/links. Use this link when you are
waiting to see the updated status of data checks or
PDF generations. Note: If you select the Refresh
Page link while a School Form is open, you will
lose the data on your current screen. Be sure to
always save and return to the School Dashboard
before selecting the Refresh Page link.

View Error Logs from School Data Checks -
This box contains the links to the error reports
generated by the two school level data checks.

The link to the most recently generated error log for
each data check remains on the dashboard until you
run another data check after updating your data.
Details about these actions are provided in the
Error Logs section below.

School Form PDFs - This box contains the links
to generate and view PDFs of your School Forms.
You can generate PDFS at anytime during the
process. The PDFs can be printed and saved to
your local computer. Details about these actions
are provided in the PDF Generation, PDF Retrieval
and PDF Zip File Function sections below.

Navigation Tips — This box explains the function
of the two navigation buttons available on school
form screens.

Help and Instructions

Definitions
FAQS
User Guide

Part1 LEA Form SAMPLE
Part 2 LEA Form SAMPLE
Part 1 School Form SAMPLE
Part 2 School Form SAMPLE
Adobe Reader Download

|

Back to LEA Dashboard with School List

Run School Form Data Checks

¥ School Data Check Part 1
. school Data Check Part 2

Refresh Page Link
Refresh Page

View Error Logs from School Data Checks

Part 1: School Part 1 Error Log Docurment
Part 2: School Part 2 Error Log Document

I\

School Form PDFs

I, Generate School PDF Part 1
I, Generate School PDF Part 2
I View Generated PDFs Part 1
¥, View Generated POFs Part 2

Navigation Tips

“Save and Return” will save data entered on screen
and returns to the school menu.

‘Cancel” will not save data entered on screen and
returns ta the schoal menu.

16
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School Form Part 1 Entry

BARBOUR COUNTY MIDDLE SCHOOL

School Dashboard

SY 2011 - 12 Civil Rights Data Collection

School ID: 01557

School Name: BARBOUR COUNTY MIDDLE SCHOOL
School Form Part 1 % Complete: 0%

School Form Part 2 % Complete: 0%

Remember to click the Refresh Page link to update this screen,

5
v
||

Sohool Form Menu Part |
PN

Select Starting Section

@ Grades Offersd (SCH.0001)* ( 0% of Cells Pillnd

holces are Guestions inat determine which screens are presented fo you

Seloct

To begin entering / editing data on the School Form, you must first select the grade
levels for which the school provides educational services. On School Form Menu
Part 1, click on the radio button to the left of section Grades Offered (SCH-0001) and
click the “Select” button at the bottom of the menu. When the data entry screen is
displayed, check all grades offered at this school. When you click “Save and Return”
on the screen, School Form Menu Part 1 will then display the School Characteristics
(SCH-0002) section as well, as shown below.

SY 2011 - 12 Civil Rights Data Collection

School 1D 01557

$chool Name: BARBOUR COUNTY MIDOLE SCHOOL
School Form Part 1 % Complete: 70 2%

School Form Part 2 % Complete: 0%

Remember to olick the Refresh Page link 10 update this screen

||
i

Satiost ¥ urm Mo Pt |

Select Stanting Section

20es “Mere. oy
# Sures) Chamaiteean e (B0 000D

These first two sections are the primary guiding questions that determine which other
school-level questions you must complete. All school-level guiding questions on the
menu are indicated with a red asterisk (*). As you respond to the various sections on
the School Form, the School Form Menu will display an updated list of sections you

17
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need to complete, based upon your responses to the guiding questions. Note: In
School Form Part 1, if you first respond positively to a guiding question and provide
responses on subsequent dependent screens, but then go back to the guiding

question and respond negatively, your responses on the dependent screens will be
deleted.

£ DARBOUR COUNTY MIDDLL SCHOOL | CRDC - Windows Internel Lxplorer
o /A apparchud tom

P T VW Mavores  Took el x Wlonven + [ Sebect

y Favortes | g BCROC @) Detek Time & Bxpenes < Logn 8 htipwimw. uermssycn -0

I DARDOUR COUNTY MIDDLE SCHOOL | CRDG

Sahool Dushbosrd
8§Y 2011 - 12 Civil Rights Data Collection

$chool 1D: 01557

School Name: BARBOUR COUNTY MIDDLE SCHOOL
School Form Part 1 % Complete: 71 33%

School Form Part 2 % Complete: 0%

Remember to click the Refresh Page link to update this screen

“

Sahoal Purw Wi ot 1

Selact Stamng Section

Section Selection - After you respond to the first two guiding questions, and the
rest of your required sections are displayed on the School Menu, you may
complete the sections in any order you choose by clicking on the desired radio
button and clicking on the “Select” button.

= 9% of Cells Filled - The % of Cells Filled displayed for each section indicates
whether the section is complete or you need to fill in more data. Note: You must
populate each data field that is presented to you. You cannot leave data fields
blank. If you do not have a student count for a particular field, enter the number

zero (0). If you do not enter a value, you will receive an error message during
your data check.

Switching Between Part 1 and Part 2 School Forms

To access the School Form Menu Part 2, click on the Select School Form: Part 1 or
Part 2 link in the School Tasks box on the School Dashboard.

18
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School Dashboard
SY 2011 - 12 Civil Rights Data Collection

School ID: 01557

School Name: BARBOUR COUNTY MIDDLE SCHOOL
School Form Part 1 % Complete: 71.33%

School Form Part 2 % Complete: 0%

Remember to click the Refresh Page link to update this screen.

School Tasks

Edit School Information

The following screen is presented. Select School Part 2 and click the “Submit” button.

School Tasks

Edit School Information | Select School Form: Part 1 or Part 2

P ™

Work With Different School Form Section

Section Selection: | School Part 1
® School Part 2

After clicking the Submit bution below. please ciick the Refresh Fage link on the school dashboard 10 display the
Part 2 menu

When returned to the Dashboard, click on the Refresh Page link in the Refresh Page

Link box in the right-hand column of the School Dashboard to view School Form Menu
Part 2.

Run School Form Data Chacks

Edit School Information | Select School Form: Part 1 or Part 2 B, School Data Check Part 1

View Error Logs from School Data

Checks

Part 1: School Fart 1 Errar Log Documant
Part 2: School Part 2 Errar Log Document

Note: To return to the School Form Menu Part 1 from the School Form Menu Part 2,
repeat the above procedure, selecting School Part 1 instead of School Part 2.
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School Form Part 2 Entry

B School Data Check Part 2
Refresh Page Link
Refresh Page
Part 2
School Form Menu Part 2 View Error Logs from School Data
A] Hide Checks

Part 1: School Part 1 Error Log Document

. . * Schor 2 (i i [s
Select Star‘tlng Section Part 2: School Part 2 Error Log Document
@ Students Who Passed Algebra | in Grades @ or 10 (SCH-0026a) 0% of Cells F

School Form PDFs
{~ Students Who Passed Algebra | in Grades 11 or 12 (SCH-0026h) 0% of Ce

" SAT and ACT Test Participation (SCH-0027h) 0% of Cells Filled . Generate School PDF Part 1
¢ Advanced Placement (AF) Exam Taking (SCH-0028) 0% of Ce B¥%. Generate School PDF Part 2
¢ Advanced Placement (4P) Exam Passing (SCH-0029) 0% of Cel B, View Generated PDFs Part 1
¢~ Retention of Students in Grade 9 (SCH-0030-9) 0% of C Fi X
" Retention of Students in Grade 10 (SCH-D030-10) 0% of & View Generated PDFs Part 2
{~ Retention of Students in Grade 11 (SCH-0030-11) 0% of
" Retention of Students in Grade 12 (SCH-0030-12) 0% of Cells Filled
~ Interscholastic Athletics (SCH-0033)* 0% of Cells Filed -
¢ Interscholastic Athletics Sports, Teams, and Participants (SCH- 0034} 0% of Cells Filled “Save and Return” will save data entered on
" Discipline of Students Without Disabilities (SCH-0035) 0% of screen and returns to the school menu.
" Discipline of Students With Disahilities (SCH-0036) 0% of Cs “Cancel” will not save data entered on screen | —
 Reported Allegations of Harassment or Bullying (SCH-0037) 0% of Cells Filled and refurns ta the school menu.
" Students Reported to Have Been Harassed or Bullied (SCH-0038) 0% of & i
¢ Students Disciplined for Harasasment or Bullying (SCH-0039) 0% of Ce fi
~ Mon-IDEA Students Subjected to Restraint or Seclusion (SCH-0040) 0% of Cells Filled
¢~ Students with Disabilities (IDEA) Subjected to Restraint or Seclusion (SCH-0041) 0% of Cells Filled
" Instances of Restraint or Seclusion (SCH-0042) 0% of Cellz Silled
(~ Teacher Absenteeism (SCH-0043) 0% of Cellz Filled

il |

Run School Form Data Checks
Edit School Information | Select School Form: Part 1 or Part 2 ¥, School Data Check Part 1

%
%

= Section Selection - You may complete the sections in any order you choose by
clicking on the desired radio button and clicking on the “Select” button.

= 9% of Cells Filled - The % of Cells Filled displayed for each question indicates
whether the question is complete or you need to fill in more data.

School Form Navigation
There are two navigation buttons on the bottom of each School Form screen:

= “Save and Return” - Saves data on the current screen and returns you to the
School Form Menu.

= “Cancel” - Does not save the data on the current screen and returns you to the
School Form Menu.

Save and Return Cancel
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School Menu Link

< School Form Menu Part 1 ! Refresh Page Link

Refresh Page

Enrollment in Mathematics Courses (SCH-0013) View Error Logs from School Data
Checks

Part 1: School Part 1 Error Log Document
Part 2: School Part 2 Error Log Document

|

Enterthe enrollment for each course listed.

Ifthe school has grade 7 or 8, but not grades 9-12 or Ungraded, complete only 3. Students who are
taking geometry on this screen.

Do not count students scheduled to take the course, but not yet enrolled.

If you have regular scheduling, use a count on a single day between September 27 and December 31,

School Form PDFs

inclusive. B Generate School PDF Part 1
» [fyou use block scheduling that allows a full-year course to be taken in one semester, use the sum of a B Generate School POF Part 2

count on a single day between September 27 and December 31, inclusive, and a single day in you B View Generated PDFs Part 1

second block before March 1. B, View Generated PDFs Part 2

A student may be counted in more than one row.
See general instructions for information on duplicated and unduplicated counts.

Navigation Tips

“Save and Return” will save data entered on

=| Students who are taking Algebra | in grade 9 or 10 screen and returns to the schoaol menu.
“Cancel” will not save data entered on screen
Race/Ethnicity Male Female and returns to the school menu.
Hispanic or Latinge of any race 150 150
American Indian or Alaska Mative 150 150
Asian 150 150
Mative Hawaiian or Other Pacific Islander 150 150
Black or African American 150 150
White 150 150

i |

3 |

On each of the school question screens, in addition to clicking the “Save and Return”
or “Cancel” buttons, you can return to the School Form Menu by clicking the School
Form Menu link. If you select this link, you are returned to the School Form Menu
without saving the data on your screen.

Validation Errors

While completing the LEA and School Forms, you may encounter validation error
messages if you enter an unexpected value in the data field. A validation error
message appears detailing what type of value you need to input to satisfy the data
requirement. If you do not correct the data field, you will not be able to save and
proceed to the next screen. If you need further assistance with validation error
messages, please contact the PSC. See examples of validation errors below.

School Form Part 1 Validation Errors - Example

When invalid data is entered into a data field, an error message is displayed to alert
you to the correct format expected for this data type.

21



CRDC 2011-12 LEA User Guide

Classes in Mathematics and Science Courses (SCH-0011)

« Enterthe number of classes in each of the listed courses.
# Independent study does not count as a class.
» Foreach row, enterzero if you have no classes in the listed course.

=] Classes in Mathematics and Science Courses

Number of Classes: Invalid entry - valid response must be a numeric integer that does not exceed 5 digits.
ErEs Number of

Classes

Algebral GEEEEEEEE
Geometry 10
Algebrall 10
Advanced mathematics (trigonometry, elementary analysis, analytic geometry, statistics, pre 10
Calculus 10
Biclagy 10
Chemistry 10
Fhysics 10

School Form Part 2 Validation Errors - Examples

When invalid data is entered into a data field, the area around the field is highlighted,
and an error message alerts you to the correct format expected for this data type.

Students retained In grade &

Male: Response must be numeric, must not be a fraction, must be up to 5 characters and can be equal to zero

Race / Ethnicity Male Female
Hispanic or Latino of any race BA |

American Indian or Alaska Native
Asian
Native Hawalan or Other Pacific Islander
Black or African American
White
Two or more races
Total Race/Ethnicity
Students with Disabllities (IDEA)
Section 504 Only

LEP

If the error is not corrected, all data entered below the invalid entry in the same column,
even if correct, will be shown to also be in error.
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Male Response must be aumeric must not be » Macton must be up 10 § characters and can be egual 10 tero

Race | Ethmictty Maie Femaie

"
4

Students with Dusabtiiliies (DEA)
Section §04 Onty

LEP

If you attempt to escape the error message without correcting it by clicking on the
“Cancel” button, the system will display the entire column as being in error.

o Rzce T¥vct ]
Shusdord s with (waatsbmes (OCA)
Loction %04 Onty

ue

At this point, all data in the affected column must be deleted and re-entered to re-set
the screen and proceed. Therefore, it is best to correct the original error before
entering data into other fields.

School Form Completion

After you have completed all your School Forms, your School Dashboard will show
each part for each school as 100% complete. You should then proceed to Data Check
function to check all your entered LEA and school data for errors.
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General Data Entry Information

This section provides information regarding a number of common topics applicable to
all data entry screens.

Browser Navigation Functions

DO NOT use the browser forward / back arrows or refresh button to navigate through
the CRDC tool. Use the navigation buttons and Refresh Page link within the CRDC tool
as described above or inconsistent results may be seen.

Progress Indicator

The progress bar at the bottom of the screen does not accurately reflect the status of
the survey tool task progress.

) R - e - |

You do not have to “wait” for the green dots on the progress bar to proceed all the way to the
right to know that a function is complete. Instead, look for system messages indicating that
functions such as data check and certification are complete. If you are not sure that your
screen is showing you updated information, click the Refresh Page link on the LEA or School
Dashboard.

Bullets

Some of the screens throughout the survey have additional instructions and guidance
in the form of bullets at the top of the screen.

General Instructions and Definitions Links

On many screens, links to survey General Instructions and Definitions are provided. To
view these items, click on the link. The selected document will appear in a new
window.
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School Form Menu Part 1
a Hide

Limited English Proficient Students (SCH-0009)

e In Table 1, enter the number of students who are limited English proficient (LEP)

e In Table 2. enter the number of LEP students who are enrolied in English language instruction educational
programs designed for LEP students

e Use a count on a single day between September 27 and December 31, Inclusive

be counted in more than one table

for information on duplicated and unduplicated counts

.
»

"
<
o
o
3
3

=} Students who are limited English proficient (LEP)

Race/Ethnicity Male Female
Hispanic or Latino of any race
American indian or Alaska Native

Aslan

Multiple Tables on a Single Screen

Many screens contain multiple tables. Be sure to scroll all the way down each screen
to ensure you have completed all tables.

Part 1 — Each table on the screen is identified by a unique table heading. There is a
single, shared comment box at the bottom of the screen.

- [

Raetwrmay

Part 2 — Each table on the screen is identified by a unique table heading (the multiple
tables on SCH-0035 and SCH-0036 are also identified with the letters A through 1).
Each table has its own comment box.
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Comment Text Boxes

Throughout the survey, there are comment text boxes available for you to populate.
These comments will be printed on your PDFs and available for viewing by anyone
who accesses your survey.

There are comment boxes at the bottom of every screen in Part 1. There are
comment boxes at the bottom of every table in Part 2. There are also comment
boxes on the screens at the end of each LEA and school form. Generally speaking,
comments are optional. However, there are two circumstances where comments are
required:

= On the Prekindergarten Eligibility (LEA-0005) and the Alternative School Detail
(SCH-0004) screens, if you select “Other”, you must provide an explanation in the
comment box before you can proceed.

= If a particular data response triggers a 3XX warning (e.g., the number of students
who passed an AP class exceeds the number of students enrolled in the AP
class), and you feel the data you entered is correct, you must provide an
explanation in the comment box associated with the question/table in order to
clear the warning from your data check errors.

System Error

If the system error “An error occurred while handling the last request” appears, you can
escape it by clicking on the “OK” button, followed by the “Refresh Page” link.
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If the system error below appears, click the “Refresh Page” link to clear the message.

School Tasks

oMt Serocl infoarmation | Seloct Sehool Forme Part t or Parnt 2

Part

Part 2

Thero was & prodiein executing the 1ask. There was a probiem retneving the taak, The Orocess Contaning this tesk has been
calated

O b 3 P % | = Coumes » Views » Fres v | M

Swtus: A1 [ -Adiive | Stames | Acceded | Conphted | Mauses Priodity: AN Heh Doe: A§) Today | Oversce N @
= .. | : . _ , = : S ‘ &

NO rosuta

Additional Tabs

Within the web survey tool you may notice additional tabs at the top of the LEA and
School Dashboards, as shown below. While these tabs are accessible, they are not
supported functions of the CRDC submission process and should be disregarded.

® HMome ~

[ [ B

BOSSIER PARISH

SY 2011-12 Civil Rights Data Collection e s

s CROU stmmasew m Camgtets

o Camoste Fan 1 30 Pan J LEA T

| ;oo e e Ow Chaa e o

LEA ID: 2200270 . -;::?;ﬂwa:M:t‘w'o

LEA Name: BOSSIER PARISH UPDATED o Pamem Scnoot Fomm Dath Checx on S50
.y foom

(Ao o i o

LEA Form Oniy Part 1 Y0ur 3383 CORECr wi% SLCoRssidt Your Fant 1 LEA Rrm 00es 00t Contan smurs

LEA Form and Schocks Part - Your LES Foom and Sonoois P2t 2 500ns 2ave erory Flesse sehect e Part 2 LEA 3nd Schoon

Exvor Lag il 10 aew jour eviry £300 nvtr 1) keadfied By WCIBON (HIreet numBer 80D MiS) 902 eer Lode NG Seslrplon

o B4kt COImn) CAN 26 S000004 1) 549 e 10IAC Call I which e aW e 0CCHed YOu May CRIOQE e Orentaton of jour Enor a )

LOg 2 ASSCIDE 3nd DAt e B3t of ey 304 P 1l 1 Our Tormg and t e a3 |5 Dan JUoPees Bt oy 1y 3 PatJ LEAS LNFLE
secong 23 (e Fizase (2t e Parter Supoot Centar f ;o meed Bangtancy i SR /O erors X 1§44 2204443

o EDEN_CROCQED GO

E3t LIA wihu maae LEA Form Part t LEA Farmn Paet 3 Maruge LIA Usery R LEA Lot Dats Chechs

R »vsens Counestin
B LLA Porm ant Senccns Part

sty ditylvynsnorivs b CETT
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File Upload

In addition to entering CRDC survey data directly into the web-based survey tool
screens as described above, users may also create data files containing their survey
data and upload those files into the web-based survey tool web tool application. CSV
files created using either the CRDC Excel Template or Flat File Specification / Flat File
Format Checker pre-collection tools may be uploaded using the new file upload
function.

On the right-hand side of the LEA Dashboard, click the Upload a File link. On the file
upload start-up screen, click the “Continue” button. The system displays the Data File
Upload screen. Note: You may need to maximize the file upload window to view all the
information in the columns of the Previously Uploaded Files table.

Data File Upload

Record Type Selection ¢ LEAPart1
" LEAPart2
" School Part 1
" School Part 2
Pleazse select which type of file you will be upleading

*To select the file you wish to upload, click the browse button, locate the file, click open
*To begin the file transfer process, click on "upload file
*Remain on the screen until the file upload is complete

File uploadtransfer times vary depending on the file size and connection speed.

File Selection Browse...
Pleaze select your .cav file for upload

Click the radio button for the record type of the file to be uploaded and browse for your
file on your local computer. Then click the “Upload File” button. Under Previously
Uploaded Files, the system will display your file in Received status.

EI https appiancloud.com %

Data File Upload

Record Type Selection ¢ LEAPart1
" LEAPart 2
" School Part 1
" School Part 2
Pleaze =elect which type of file you will be uploading

*To selectthe file you wish to upload, click the browse button, locate the file, click open
*To begin the file transfer process, click on “upload file
*Remain on the screen until the file upload is complete

File uploadiransfer times vary depending on the file size and connection speed.

File Selection Browss...
Please select your .cav file for upload

Previously Uploaded Files

Reco Process «
Transmittal File Name Type Submission Date Status Completi
Date
SCH Part 1 Mo Errors §23.csv SCHT 8312012 724 PMED” Received nia
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Files are uploaded one at a time. If you have multiple files to upload, repeat the
process once for each file.

Uploaded files will be processed overnight to check them for errors (e.g., too many
characters in a field, incorrect data type, missing or invalid LEA and school IDs, etc.).

= If your file has no errors, on the file upload screen the file will appear with status
“Processed”. The data from your file will have been uploaded into the survey
system. You will be able to access your uploaded data through the survey tool
screens as described above.

= If every record in your file has errors, on the file upload screen the file will appear
with status “Processed — all records fail”. None of the data in the file will be
uploaded to the survey system. You can click on the View link for the file to view
the Exception Report explaining the errors found in the file.

= If some of the records in the file had no errors and some of the records in the file
had errors, on the file upload screen the file will appear with status “Processed
with errors”.

o The data from the error-free records in your file will have been uploaded
into the survey system. You will be able to access the uploaded data
through the survey tool screens as described above.

o For the records with errors, you can click on the View link for the file to
view the Exception Report explaining the errors found in the file.

When you click on the View link to view an Exception Report, the Exception Report file

is opened in Excel in a new window. You can use standard Excel functions to view,
manipulate and/or download the report to your local computer.

I N School%20Pant 201 %201 2X%20Exce < ¥ <1 =) |
Reacy <5 L0 B A00%s -4 v ALt
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Note: The Excel Template pre-collection tool for School Forms Part 1 and 2 is built to
accommodate records for ten schools. If you use the tool to build a file for less than ten
schools, the resulting CSV file will contain blank records for the unused portion of the
ten records. When your file is processed, the system will upload the data from your
error-free records but will generate an error for each blank record in the file. On the
Exception Report, you will see a “Two character row code is not valid” error message
for each blank school record in your file. For example, if your file contained records for
seven schools, the Exception Report will display the error message for three blank
records in your file. These errors may be disregarded.

For files processed with errors or with all records failed, you may correct the errors in
your file and re-upload the files. Note: If you open a .csv file in Excel, it may read the
LEA and School ID values as numeric instead of text and delete the leading zeros in

the IDs, if any. If this occurs, you will need to correct the IDs before saving the file.

Partial Data for Individual LEA or School Records

A specific LEA or school form record does not need to contain all data fields for the
form. An initial submission for a specific LEA or School form record can contain data for
only some of the fields on the form. Subsequent submissions for a specific LEA or
School form record need only contain additions or changes to data fields submitted
previously.

Initial LEAID 12345 67890 Yes
Submission

Second LEAID 54321 No
Submission

Resulting data | LEAID 12345 54321 67890 No
in database

In the example above, the first line shows data for an LEA record in the initial file
submission. The next line shows the data submitted for the same LEA in a second file
submission.

When the system reads the first record, it writes all fields with data to the database.
When the system reads the second record, it only reads and updates fields containing
data. Any fields in the second record containing blanks will not over write those same
fields in the data base from prior file submissions for that LEA. The last row shows the
data that has been written to the data base system from the two file submissions.

There are multiple benefits of this approach:

= You do not need to submit all data for each record in your LEA and School file
submissions. Data can be collected / submitted as it becomes available.
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= You can make corrections to the data of individual schools or LEAs without
having to resubmit the data for all of them. If previously submitted data needs to
be revised, you can simply re-submit the updated data for that school or LEA.

One consequence of this system behavior is that you cannot blank out previously
submitted data fields. If you discover that you submitted data for fields that should not
have been submitted at all, you cannot correct this by leaving those fields blank in the
records of your next submission. If the situation occurs, call PSC for assistance in
deleting that data.

Partial Records for Files

A specific file does not need to contain all records for your submission (e.g., all school
records for the LEA). An initial file can contain only some of the required records.
Subsequent files need only contain records that were not submitted previously.

For example, your original file could contain records for your elementary schools, and
your second file could contain records for your high schools. As another example, if
after submitting your school file you discover that you forgot to include a school in your
file, all you need to do is submit a file that contains just the record for that one school.

The benefit of this approach is that you do not need to submit all records for your LEA
in one file submission. Records can be collected / submitted as they become available.

Note: The on-line survey application does not immediately recognize the presence of
data provided via file upload. The completion percentages are not immediately
updated. Also, on the school form menus, dependent questions that should be
displayed on the menus based upon your uploaded answers to guiding questions will
not be immediately displayed.
= If you would like to view your data on-line after file upload, simply select each of
the guiding question screens and click the Save and Return button. The school
form menus will refresh with the appropriate dependent questions displayed.
= If you would like to have the system calculate your completion percentages,
simply select each question and click the Save and Return button. When you
return to the dashboard, the completion percentage will be updated.
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Data Checks

The data check functions are designed to identify errors in your entered or uploaded
CRDC survey data. While the on-screen validations and the file upload process detect
format-related errors (e.g., too many digits, alpha data in a numeric field, etc.), the data
check functions detect errors such as a required field left blank, an entry for male
Hispanic students who took Algebra 1 that is greater than the total number of male
Hispanic students in the entire school, etc. Data checks can be run at any time.

There are seven types of data checks:

LEA Form Only Part 1 - Performs data check on only the data in LEA Form Part
1

LEA Form Only Part 2 - Performs data check on only the data in LEA Form Part
2

School Data Check Part 1 - Performs data check on only the data in School
Form Part 1

School Data Check Part 2 - Performs data check on only the data in School
Form Part 2

LEA Form and Schools Part 1 - Performs data check on the data in LEA Form
Part 1 and on School Form Part 1 for all schools in the LEA

LEA Form and Schools Part 2 - Performs data check on the data in LEA Form
Part 2 and on School Form Part 2 for all schools in the LEA

Certification — As the first step in the certification process, performs data check
on the data in LEA Form Parts 1 and 2 and on School Form Parts 1 and 2 for all
schools in the LEA

For all but the certification data check, there are two options for performing each data
check:

Partial - Partial data checks only check for errors on data within the same
screen, with the exception of comparing values on screens to the enrollment data
entered on screen SCH-0005. This option should be selected when you have
only entered part of your CRDC data, and would like to determine if you have any
errors only on the data you have entered.

Full - Performs data check on all survey fields. This option should be selected
when you have entered all required survey data for a particular form and would
like to determine if you have errors on the entire form(s). The certification data
check is always a full data check.
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Executing a Data Check

For all but the Certification data check, data checks are executed the same way. (See
the Certification section below for information regarding the Certification data check.)

Click the link for the desired data check on the appropriate dashboard.

= LEA Dashboard

o LEA Form Only Part 1

o LEA Form Only Part 2

o LEA Form and Schools Part 1

o LEA Form and Schools Part 2
= School Dashboard

o School Data Check Part 1

o School Data Check Part 2

The Run Data Check drop-down window will appear, with text reflecting the type of data
check you are about to run.

Run Data Ct
By clicking "Next vate the
LEA Form Part 1 eNgKcheck. Please

select the "Refrash Paye” link located
In the "Other Links" section on the
dashboard periodically to view the error

log

Next Cancel

Click the “Next” button. The system displays the drop-down window asking what type
of data check you want to run.

What
type of
data
check do
you want
to run?

Submit

Click the radio button for the type of data check you want to run, and then click the
“Submit” button. The dropdown window closes and an “in progress” message is
displayed on the dashboard. Note: During a data check, the functions that allow
update of the data being data checked are disabled. For example, when you run a Part
1 or Part 2 combined LEA and schools data check, the list of schools on the LEA
dashboard will not be displayed until the data check is complete to prevent you from
updating school information while the data check is running.
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LEA ID: 0100300

LEA Name: BARBOUR COUNTY
LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 5%
Survey Due Date:

Your data check for the part 1 formis in progress. Check back intermittently for updated results by clicking the "Refresh Page" link
located in the "Other Links" section to the right.

LEA Tasks

Edit LEA Information | LEAFormPart1 | LEAFormPart2 | Manage LEA Users

Click the Refresh Page link until the system displays a message in the LEA Information
box informing you that the data check was successful or failed.

Refresh Page Link
Refresh Page

LEA ID: 0100300

LEA Name: BARBOUR COUNTY
LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 5%
Survey Due Date:

LEA Only Part 1: Your data check was successful. Your part 1 form does not contain errors.

LEA Tasks

Edit LEA Information | LEAForm Part1 | LEAForm Part2 | Manage LEA Users

LEA ID: 0200006

LEA Name: SYLACAUGA CITY

LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 0%
Survey Due Date:

LEA Form Only Part 1: Your Part 1 LEA Form has errors. Please selectthe "LEA Part 1 Error Log Document” link to view your errors. Each erraor is
identified by location (screen number and field) and error (code and description). The field column can be expanded to see the specific cell in which
the error occurred. You may change the orientation of your Error Log to landscape and printthe list of errors and then return to your forms and fix the
errors. Itis then suggested that you run a second data check. Please contact the Partner Suppont Center if you need assistance with clearing your
errors at 1-855-320-6459 or EDEN_CRDC@ED.GOV.

When any of the data checks fail, an error log is generated. See the Error Log section
below for instructions regarding accessing and reviewing your data check error logs.
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Data Check Error Logs

Error Logs generated as a result of failed data checks may be used as a guide to
correct your data errors. In order to view the error log from a failed data check, click on
the link in the “View Error Logs from LEA Data Checks” box on the LEA Dashboard or
the link in the “View Error Logs from School Data Checks” box on the School
Dashboard that corresponds to the type of data check you ran (see table below).

View Error Logs from LEA Data Checks

Part 1:
LEAPart 1 Errar Log Docurment
LEA and Schools Errar Lag: Mot availakle

Part 2:
LEAPart 2 Errar Log Document
LEA and Schools Errar Log

Certification:
Certification Error Log Document

View Error Logs from School Data Checks

Part1: Schaool Part 1 Error Log Document
FPart 2. Schoaol Part 2 Ermar Log Document

Data Check Corresponding Error Log Link

LEA Form Only Part 1 Part 1. LEA Part 1 Error Log Document
LEA Form Only Part 2 Part 2. LEA Part 2 Error Log Document
LEA Form and Schools Part 1 Part 1: LEA and Schools Error Log

LEA Form and Schools Part 2 Part 2: LEA and Schools Error Log
School Data Check Part 1 Part 1: School Part 1 Error Log Document
School Data Check Part 2 Part 2: School Part 2 Error Log Document
Certification Certification: Certification Error

The system displays a pop-up window allowing you to Open or Save the error log.
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The naming convention for the error log Excel files is
“Error Report nnnnnnn_x_mmddyyyyhhmmss”, where:
= nnnnnnn is LEA ID
= X is the type of data check
o l1-LEAPartl
2—-LEA Part2
3 — School Part 1
4 — School Part 2
5 — Part 1 LEA and all schools
6 — Part 2 LEA and all schools
o 7 - Certification
= mmddyyyy is the date the data check was run
= hhmmss is the time the data check was run

O O O O O

If you select Open, the system opens the selected Error Log file in Excel in a new
window.

LEA MAME SCHOOL MAMESCREEN_MNAMESCREEM_MNUMBER FIELD ERROR_CODE ERROR_DE

ALEXAMDER CITY LEA-Level Cour LEA-0001 TOT_SCH 144 The numb
ALEXAMDER CITY LEA-Level Cour LEA-0001 NMEMBERS 125 Total num
ALEXAMDER CITY LEA-Level Cour LEA-0001 SP_ED _EV 128 The numhb
ALEXAMDER CITY LEA-Level Cour LEA-0001 SP_ED_EV 126 The numb
ALEXAMDER CITY Kindergarten D LEA-0003 MO _K 129 When No
ALEXAMNDER CITY Prekindergarte LEA-0005 PREK_ALL 138 For prekin
ALEXANDER CITY Prekindergarte LEA-000G PREK_IDE: 131 When "Pr
ALEXAMDER CITY Harassment an LEA-0007 BULLY PO 132 When "Nc
ALEXAMDER CITY LEA-Operated (LEA-0009 Question 101 A choice n
ALEXAMNDER ALEXAMNDER CIT Alternative 5ck SCH-0004-1 ALT_ACD_ 152 Invalid val
ALEXAMNDER ALEXAMNDER CIT Alternative Sck SCH-0004-1 ALT _DISC 152 Invalid val
ALEXAMNDER ALEXAMNDER CIT School Charact SCH-0002-1 SP_ED 137 Your respe

You can use standard Excel functions to view, manipulate and/or download the report
to your local computer. You can change the orientation to landscape and adjust the
column widths to get a full of view of the data in the cells (e.g., expand the “FIELD”
column to see the specific cell where the error occurred).

Data check error logs will contain both error and warning codes / messages:
= If a 1XX or 2XX error message is issued for a field, you must correct the data.
= If a 3XX warning message is issued for a field, you must either correct the data or

enter a comment for the applicable table or screen explaining why the data is
actually correct.
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= If you provided a comment for a warning, when you run a new data check the
warning will remain on your error log, but with a 4XX warning code. The 4XX
warning codes are merely notifications of resolved warnings, and will not stop you
from certifying your submission.

Until you run new data checks, the error log links will continue to link to the last
generated error logs. Just correcting your data errors will not create a new error
log(s). However, each time you run a new data check of a given type, the system
generates a new error log which replaces the previous error log. If you require an audit
trail of your errors, please save your error logs prior to running new data checks.

Use the error log as a guide, correct your data errors and then re-run the data checks
until all your CRDC data for both LEA forms and all school forms is error free. You will
not be able to certify your survey if you have unresolved data errors. If you have
any questions concerning the errors that your data check produces please contact the
PSC for assistance.

Note: Partial data checks only check for errors on data within the same screen, with
the exception of comparing values on screens to the enrollment data entered on
screen SCH-0005. Therefore, when you run a partial data check, you may get a status
message on the dashboard saying that your data check failed, but get an error report
with no errors listed. This simply indicates that the data you have entered is correct
within each individual screen and no corrections are required at this time. When all
your data is entered for a form, run a full data check to determine if you have errors
regarding comparison of data between screens.
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Certification

Certifying your survey responses is the final step of the CRDC.

¢ If you have run all of the form data checks without errors, your submission will
successfully certify.

¢ If you still have unresolved errors, when you attempt to certify you will be notified
that your certification has failed.

On the LEA Dashboard, click the Initiate Certification link. The Certification Process
dropdown screen appears.

Run LEA Level Data Checks

&Y. Initiate Certification
@Y. LEA Form and Schools Part 1
B, LEA Form and Schools Part 2
®Y,. LEA Form Only Part 1
@Y. LEA Form Only Part 2

A | Hide

Certification Process

Directions

1. Fillin the appropriate fields on the following page

2. Submit your certification

3. Yourwindow will close and the data you submit
will be checked for errors.

4. As this certification check can take a number of
minutes to run you should return to the website
and check on your submission.

Start Certification Process
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On the Certification Process dropdown screen, click the “Start Certification Process”
button. The LEA Certification screen appears.

LEA Certification (CERT-000

s
p—

avioushy the CROC collected disaggregated data on gradustes with
3 regular diploma and gradustes with another ¢ t CC
sl=o collected dats on students with disab ¥
“owr LEA sl=o reports this dsta to your s 18 )
reports it to ED (ECFacts 045 305 and EDFacts G T4}, To reduce
burden, the CROC will no oGSl o m LEAs
Inst=ad, the data that yowr LEA pros oin
agency will becoms part of youwr ol
LEAs certification of its CRDC d CCUTECY
of the data that yowr LEA submitted N SGENCY.
| cartify that the information p he bast
of my knowledgs and belisf. A nishablz
by Iz 8.5 C. 5100

| am authorized to submit the LEA's forms for certification
because | am*®

i~ LEA Supsrintendsnt

i~ Dezignated by the LEA Superintzrdent to cartify

Mame =

Title =

Emazil Address =

Fhone Number including area code *

Seoulred rmET SSEss =
Clicking the °| Certify” button finalzes your LEAs CROC submission
snd prevents further changes

| Certify Cancel

Enter your credentials and click the “I Certify” button. The Certification Warning screen
appears.
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Run LEA Level Data Checks

&Y Initiate Certification
¥, LEA Form and Schools Part 1
B¥, LEA Form and Schools Part 2
¥, LEA Form Only Part 1
¥, LEA Form Only Part 2

A | Hide

Certification Warning

You are about to certify. Are you sure you
want to continue with this process?

if you continue this window will close and
you will have to check back to verify that
your survey was certified

Start Certification

Cancel

Click the “Start Certification” button. The dropdown box will close. On the LEA
Dashboard, a message is displayed indicating that your certification is in process. At
this time, the system performs a data check on both LEA Forms and all School Forms
for your LEA. You need to click the Refresh Page link on the LEA Dashboard
periodically to determine when the certification process is finished. Note: While your
certification process is running, you may continue to work on your computer or you may
choose to leave it unattended. Your web survey tool session may time out, but the
certification process is still progressing. You will be able to check the status of the
certification process the next time you log in to the web survey tool.

= Certification Failed- If your certification failed, the system displays a message to
that effect in the LEA Information section of the screen. A data check error log is
automatically generated. Click the Certification Error Log Document link in the
View Error Logs from LEA Data Checks box to view the error log. Review the
errors in the log, correct the specified data fields, and then try to certify again. If
you need assistance with the errors, contact the PSC.
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Successful Certification- If your certification succeeded, the system displays a
message to that effect in the LEA Information section of the screen. In addition,
PDFs of your LEA Forms and each of your School Forms are automatically
generated, populated with your certified data. Note: It is strongly recommended
that you print and/or download the post-certification PDFs and retain them for
your records. See the PDF Retrieval and PDF Zip File Function sections below.
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PDFs of Survey Data

At any time during the survey process, you can generate, view and download PDFs of
the survey data you have entered.

PDF Generation

You can generate LEA PDFs from the LEA Dashboard and School PDFs from the
School Dashboard.

LEA Dashboard: School Dashboard:

I Gensrats LEL POF Part 1 I Gansrats School POF Part
I Censrats LEL POF Part2 I Gsnsrats School POF Part 2
¥ visw Ganerztsd POFE Part 1 B Visw Ganarsted PDFs Part 1
Ie¥ visw Ganarstsd POFs Part 2 Ps¥ visw Ganaratsd POFs Part 2

Click the link for the PDF you want to generate. The Generate LEA PDF or Generate
School PDF dropdown is displayed

Generate LEA PDF Generate School POF
“ou sre sbout to generate the FOF “fou are sbout to genarate the POF
decument for COPPER RIVER SCHOOL o for COLD BAY SCHOOL. If

CISTRICT TEST. If you are ready to

Generate Document Generate Document

Click the “Generate Document” button. The system closes the dropdown screen and
generates the requested PDF. Each time a user generates a new PDF, it overwrites
the previously generated PDF of the same type (LEA Part 1, LEA Part 2, School Part 1
or School Part 2), if any.

Proceed to the PDF Retrieval section below for instructions for viewing the generated
PDFs.
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PDF Retrieval

You can view PDFs from either the LEA Dashboard or the School Dashboard.

LEA Dashboard: School Dashboard:

School Form PDFs

Ganarata school PODF Part 1
Ganarata s:nool PODF Part 2
View Ganaratsd PDFs Part 1
View Ganaratsd PODFs Part 2

LEA Form PDFs

Ganarata LEL POF Part 1
Ganarata LEL POF Part 2
View Ganaratad PDFE Part 1
View Ganaratad PDFE Part 2

Click the link for the PDF you want to generate. The View Folder Containing PDFs
dropdown is displayed

View Generated PDFs Part 1: View Generated PDFs Part2:

View Folder Containing PDFs View Folder Containing Part 2 PDFs

Surveys that have been generated in PDF
format will display in the following folder. To
view this folder click the link below. If you want
to download all documents follow these
instructions after clicking the link below.

Select Folder £
Choose download 3.
Save file to your computer 4
Open the zip file containing all your files
on your local machine.

file contsining sll your files on

e L S —

View Folder View Folder

Close Close

Click on the View Folder link. The contents of the folder for either Part 1 or Part 2 are
displayed, depending on which part you selected to view.

42 CRDC SY 2011-2012 Application-APPIAN Only - Tempo Tasks B Alerts (20) & Ithornleyhal@20200c.com @ Sign Cut @ —
0200007 - Part 2 = CRDC Community > CRDC > 0200007
& Upomeleml g Mew Foler g Upload (g Buk Upload

[0 Hame o | Type Size Created By Medified Version
O B COLD B&Y SCHOOL - School Part 2 Adobs Azrobst 2570.13 KB Ruth Ogals BAug 21, 2012 244 FM

43



@ CRDC 2011-12 LEA User Guide

This folder lists all PDF documents you generated for either Part 1 or Part 2. Note:
The Part 1 folder now contains not only the generated PDFs for your LEA but also any
file upload files and file upload Exception Reports. The user who requested the PDF,
along with the time and date the PDF was generated, is displayed. Click on the PDF
you want to view. The PDF will open in another window. You can use standard PDF
functions to view, print and/or save the PDF to your local computer.

Note: The PDF displays all data tables, even those that you did not need to populate
based on guiding questions. The values on those tables will be displayed as N/A.
Also, you may see blank radio buttons and/or check boxes. This is normal when a
screen is not applicable.

To view PDFs for the other Part of your survey, click the Up One Level icon on the
screen. The PDF folders for both Part 1 and Part 2 are displayed. You can now
choose to open and view the PDFs for either Part.

OO SV A4 T4 A melieaf A DD AR . = "
#1 CRDC SY 2011-2012 Application-APPIAN On YT Tempo 8 Tasks & Alerts (20) & Ithornlzyhall@20200c.com B Sign Out @
Getting Started Survey Support Home Page Dept. Education Home Page P5SC Home Page
0200007 > CRDC Community > CRDC
& W hew Folder L rk
[0 Hame o | Type Size Created By Modified Version
O & 0z00007 R g, 2012 1:57
O @ 0200007 - P

PDF Zip File Function

To download part or all of your Part 1 or Part 2 PDFs in a ZIP file, click the check box to
the left of the Part 1 or Part 2 folder or to the left of one or more individual PDF files.
The Download icon will appear on the tool bar.

weicome [T [ My Pages |
0100210  Detautt Community

83 Up o vl Towrad TProsee
Name & Type Size Created By Modified Version

o 01002 134 97 K8 Brewe Mar 8, 2010 5:09 PM

Click the Download link.
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You are then presented with a pop-up advising you that you are about to download
your selected documents. Click the “OK” button.

You are about to download the following file(s)
and/or folder(s)

0100210

| oKk | [ cancel |

The next pop-up displays the progress of the creation of the zip file.

Your files are being prepared. Please wait

Cancel ‘

A pop-up box appears with the options to “Open”, “Save”, or “Cancel”. Click the “Save”
button. Browse to select the location on your local computer where the file should be
saved.

File Download

Do you want to open or save this file? l

' Name: Documents Download.zip
T Type: Compressed (zipped) Folder, 50.7KB
From: crdc2009dev.appiananywhere.com

;  While files from the Intemet can be useful. some files can potentially
g ham your computer. ¥ you do not trust the source. do not open or
save this file. What's the risk?

Browser Settings for File Downloads

Follow the steps below to change your Internet Explorer browser settings to enable file
downloads:
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Step 1: Select “Tools” and then “Internet Options” from your browser window.

Delete Browsing History.. .

i =)

1 Pop-up Blocker F L
Phishing Filker »
Manage Add-ons »

Windows Update

Windows Messenger

i k
Diagnose Conneckion Problems. ., L
Internet Options £

Step 2: Select the “Security Tab” and then “Custom Level.”

Internet Options | &

General| Security |Privacy Content | Connections || Programs | Advanced

Select a zone ko view or change security settings,

@ ¥« v 0O

Internet Local intranet  Trusted sites Restricted
sites

Internet

Sik
0 This zone is for Internst websites, b=
except those listed in trusted and

restricked zones,

Security level For this zone

Custom
Cuskam setkings.
- To change the settings, click Custom level,
- To use the recommended settings, click Default level,

[ Custom level. .. H Default level ]

[ Reset all zones to default level ]

[ 814 l [ Cancel Apply

Step 3:

a. In the “Security Settings” Window scroll down to “Downloads”.

b. Select the “Enable” radio buttons for “Automatic prompting for file downloads” and
“File download.”

c. Click the “OK” button.
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Security Settings - Internet Zone

Setkings

,_-iﬁ Downloads
._-ig Automatic prompting for File downloads
() Disable
(%) Enable
l-\_-.."'& File: download
) Disable
(® Enable
|&® Font download
() Disable
(®) Enable
O Prompk
._‘__'-i-@’ Enable \MET Framework setup
() Disable
(%) Enable
& Miscellaneous

M Nerace Aaba crnwrar arvace dormaine

>

| £

<

*Takes effect after vou restart Internet Explorer

|

Reset custom setkings

Resetto: | pedium-high {default) v| [ Reset... ]

[ O, J ’ Cancel ]

Step 4: Click “Apply” and then click the “OK” button.

G0l | SCNEY | Privacy | Gooterk | Connactons | Programe | Advanced

Subect & 20ne Lo views or changs sscury settings.

@ © v/ O
v
Internet  Locd ket Trosted stos  Restrkcted
Fes

Imternet
This 2000 & for Intemnet webstes,
axcngk those fstad i trusted and
restricted 2o0es

Seacurty loxed fon ths toce

Custom
Custon settngs.

= To changs the cathings, hdk Custon leved,
- To uss the reccomended settngs, thoa Dafat vl

(oot ) [ Datakiowst ]
l Frosat ol 20085 10 del 2t bevel l

[ o | | cancel
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Other Functions

Edit LEA Information

The Edit LEA Information function allows you to update your district name, address and

phone information, as well as Superintendent, Principal Contact and Alternate Contact
information.

Begin by clicking the Edit LEA Information link on the LEA Dashboard.
LEA Information

LEA ID: 0100300

LEA Name: BARBOUR COUNTY
LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 0%
Survey Due Date:

LEA Tasks

LEA Form Part 1 LEA Form Part 2 Manage LEA Users

On the Edit LEA Information screen, click the “Continue” button.

LEA Tasks

Edit LEA Information LEA Form Part 1 LEA Form Part 2 Manage LEA Users
a0 Hide

Edit LEA Information

You are about to edit the contact information for LEA 0100300

Continue  Cancel

The Edit LEA screen is displayed.
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Edit LEA
Pleaze complete the form below.

LEAID 0200007

= LEA Mame
COperating Status
Region

* Address

* City

* County

* State

*Zip Code

* Telephone

Extension

Fax

Agency Type

COPPER RIVER SCHOOL DISTRICT TEST

|P.o. BOX 108

|GLEN MALLEN

|.ﬂ-.laska

[

|EG-58-E

\(207) 222-3224

Fosguired fonmat: (F5F) -5

|223

(307) 822-384%

Fosguired fonmat: (F5F) £5-55

i

Superintendent

*Name
*Addrese
*City

= State

*Zip Code

*Telephone

Extension

Fax

*Email

| Michas! Johnson

|‘|’E~

| GLENNALLEN

|5:5-55.5

|(s07) 822-3234

Reguired fonmat: (£7F) SR

|z3

|{9:ﬂ} 572-3949

Reguired fonmat: (£7F) SR

| mijchnsong@orsd. us
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Frincipal Contact

*Mame | Ksthy Gearhart
Title | Syperintzndent Sacretary
*Address | P.0. BOX 108
*City | GLENNALLEN
* Btate |AK

*Zip Code |ooess

*Telephone | (207) 222-3234

Extension |zz3

Fax |{207) 822-154

= Email kgearhartiorsd. s

Alternate Contact

* Hame
Title | 2ysinzsz Wansosr
" Address | PO BON 102
*City | GLEMMALLEN
* Btate |[AK W
*Zip Code | 3383%

*Telephone | 207) 222-3234

Extension | 775

Fan | (207) 522-334

= Email kramer@iored.us

Fields marked with a red asterisk (*) are required fields. If, when you open the Edit
LEA function, any of these fields are blank, you will need to complete these fields
before you can continue. If you do not have an Alternate Contact, please have your
district designate one or enter N/A.

Update your LEA information as needed and click the “Continue” button. Your updates
will be saved and you will be returned to the LEA Dashboard.
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Edit School Information

The Edit School Information function allows you to update the demographic information
on file for your schools.

Begin by clicking the Edit School Information link on the School Dashboard.

School Dashboard

SY 2011 - 12 Civil Rights Data Collection

School ID: 01557

School Name: BARBOUR COUNTY MIDDLE SCHOOL
School Form Part 1 % Complete: 71.33%

School Form Part 2 % Complete: 0%

Remember to click the Refresh Page link to update this screen.

School Tasks

Select School Form: Part 1 or Pant 2

On the Edit School Information screen, click the “Next” button.

School Tasks

Edit School Information Select School Form: Part 1 or Part 2

a Hige

Edit School Information
You are about to edit information for the following school
BARBOUR CO INTERMEDIATE SCH

If this is correct select Next so that we can retrieve the information

Next

The Edit School screen is displayed.
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Edit BARBOUR CO INTERMEDIATE SCH

LEA Information (Please Verify)

LEAID 0100300

LEA Name BARBOUR COUNTY
LEA Address P O BOX 429

LEA City CLAYTON

LEA State AL

LEA Zip 36016

School Information (Please Enter)

School ID 01641
School Name® | BARBOUR CO INTERMEDIATE SCH
Operating Status Code  Open and must report
Address® PO BOX 429
City* | LOUIBVILLE

State* AL v

Zip Code™ | 36048
Telephone | (334) 266-5643

Required Format: (000} 000-0000

Save Cancel

Update your School information as needed and click the “Save” button. Your updates
will be saved and you will be returned to the School Dashboard.

Manage LEA Users

Note: All CRDC system users for your LEA have access to all system functions (e.qg.,
data entry for all schools, file upload, data checks, error logs, PDFs, etc.) Therefore, it
is advisable to coordinate the system activities of your users to ensure that they do not
overwrite each other’s survey data, error logs, PDFs, efc.

Through the Manage LEA Users function, you can add, update or deactivate users for
the LEA. Begin by clicking the Manage LEA Users link on the LEA Dashboard.

52



CRDC 2011-12 LEA User Guide

LEA Information

LEA ID: 0100300

LEA Name: BARBOUR COUNTY
LEA Form Part 1 % Complete: 100%
LEA Form Part 2 % Complete: 0%
Survey Due Date:

LEA Tasks

Edit LEA Information LEA Form Part 1 LEA Form Part 2

m

The Instructions for The User Management Process screen is displayed.

Instructions For The User Management Process

1. The usemame cannot exceed 35 characters and only the following special characters are accepted
-At symbol( @)
-Period(.)
-Underscore(_)
-Hyphen(-)
2. The username can't already exist in the sysiem and it is case sensitive
3.The following personal information must be provided to create an account
-First Name
-Last Name
-E-maid Address

Note: The e-mail address provided will be used fo send the temporary password io finalize the account

creation

Click the “Continue” button. The user actions screen is displayed.

LEA Tasks

Edit LEA Information LEA Form Part t LEA Form Fant 2 Manage LEA Users

& Hige

*What do you want to do? @ Add a new usar
Update User's information
" Deactivate a User

[wes]

Click on the task you wish to perform and click the “Next” button. The screen for the
function you selected will be displayed.
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Add a new user:

LEA Tasks

Edit LES Information | LEAFormPart1 | LEAFormPartz | Manags LEA Usars
il | Hi0e

Add MNew User's Details to LEA 0200007

=&|| fizlds are required and must be complsted.

Username

First Mame
Last Hame

Emazil Address

co

Enter the required information and click the “Submit” button. An email will be sent to
the e-mail address entered, notifying the new user of the link to change their temporary
password and log in to the survey.

Update User’s Information:

Add Mew User's Details to LEA 0200007

Flezse select the user you want to manage

Useriame User's Information
L m
i~ Har
i~ Anaotherlser
i~ AnotherTest
© AnctherTestt
i~ AnotherTest?
i~ Anotherlzar
i~ AnotherllssZ

Update Infermation

Select the username you wish to update, and click the “Update Information” button.
The update screen is displayed.
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Add MNew User's Details to LEA 0200007

=&l| fields are required and must be completed.

First Mame |Eau13
Last Hame |} 2zm13
Email Address | ruth cos a@appian. com
Update Cancel

Update the user information as needed and click the “Update” button. The successful
update screen is displayed.

The Information for BEdu12 Learmn 12 has besn sucoessfully updated.

Click the “Done” button to return to the Dashboard.
Deactivate a User:

Add Mew User's Details to LEA 0200007

Flease select the user you want to manage

UserMame User's Information

Update Information

Select the username you wish to deactivate, and click the “Deactivate” button. The
deactivate success is displayed.
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Another UserZ has oesn sucosssfully desclivated.

Dane

Click the “Done” button to return to the Dashboard.
When adding, changing or deactivating a user, all users for the LEA will be notified of
the LEA Information update by e-mail. The user affected by the change will receive an

additional e-mail specifically informing them of the new user, updated user information
or deactivation.

New User

When a new user is added to the system, the following email is sent to the user:

CRDC account creation
From CRDC admin@crdc2011test.appiancloud.com

Dear <First Name Last Name>,

Your CRDC account has been created by your administrator: <name>. Your username
and temporary password are below:

Username: <username>
Temporary Password: <temp password>

To log in automatically with your temporary password, click
https://crdc2011test.appiancloud.com/suite/auth?un=<username>&pw=piEUB3x%3E

If you have problems with the above link, you may copy and paste it into your web
browser, or navigate to the login page and manually enter your username and
temporary password.

You will be asked to select a new password when you log in.

If you have any questions, please contact your administrator.

Thank you,
CRDC

This message has been sent by Appian

Click on the link in the e-mail. The Change Password screen is displayed.
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Change Password

Flzaz= complats the form to changs your psssword.

* Oid Pessword | |

* NewPassword | [

* Confirm New Password | ]

For Old Password, enter the temporary password provided in the e-mail. Enter a new
password of your choice. Click the “’Submit” button. The My Profile screen is
displayed.

Temps @) Tasks g Aders (1) B AnomerTesss B Signow

=d Pl 58 Deiese Picore

Another Tests

ﬂ Agded on Aug Z2, 2012 545 FM EDT.

* Usermame  anomerTess

Hame # Firs:MName
[Amiamer
Siziname

Misdie Name

& Las? Aame
[Tes=

= Emal

[ mmacdengeal zom

Phone Office Phone

MoDlle Frons:

Home Frone

Agdress  Agdress 1

Supsrvisar

This  mome

“Raguired
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Make any needed changes to your profile and click the “Update” button. Then click the
Sign Out link at the top right of the screen. The survey login screen is displayed.

Usarname:

Freswors:

Login as instructed in the Login section of this document.
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